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Classification 

For many years each library had a 
scheme for the classification of books on 
its own shelves. Every library, no matter 
how small, felt it desirable to have the 
books arranged on the shelves according 
to some classification, and when the pub- 
lic had free access to the books it was 
believed a necessity. Many perplexing 
problems arose, such as how minutely to 
subdivide the classes, and what system of 
marking or notation should be used to 
mark the books. At last it was found that 
many libraries could use the same plan of 
classification. Specialists were asked to 
outline their subjects, and these were put 
together and a notation fitted to the whole 
plan. Two schemes of classification for 
books and library material have been care- 
fully worked out in this way, published, 
and are used to considerable extent 
throughout the country, and are being 
adopted in libraries abroad. These are 
the Dewey Decimal Classification and the 
Cutter Expansive Classification. 

There are often many books in the same 
class, so an arrangement of books in each 
class is necessary. It has been found best 
to arrange the books of each class alpha- 
betically by the authors' surnames; if the 
book is anonymous, by the first word of 
the title (excepting a, an, and the). A 
scheme for the marking of the author 
number has been published as the Cutter 
Decimal Author Table, and a more elabo- 
rate plan as the Cutter Alfabetic Order 
Table. The volume number, if there is 
more than one volume, should be added, 
and if more than one copy of the book is 
in the library, the copy number. A pos- 
sible call number of a volume of Longfel- 



low's poems classified according to the 
Decimal Classification would be — 

811 
L85 
cop. 2 v. 3 

No two books in a library should have 
exactly the same number, because the 
books are known in the library records by 
the call number. The call number should 
be put in pencil in the upper left-hand 
corner of the inside cover of each book, 
and plainly printed in black ink on the 
label on the back of the book. 

It is not necessary for a librarian to read 
every book in order to classify it. He 
can usually place the book from the title- 
page, the preface (which often gives the 
aim and scope of the book), the table of 
contents, and by reading a few pages here 
and there. 

The books should be arranged on the 
shelves consecutively according to their 
marking. Those books which do not cir- 
culate, but are used for reference, should 
have some mark to distinguish them, and 
should be shelved in one place. In some 
libraries a star, in others the letter r, is 
placed before the call number. The lower 
shelf of every section of shelving should 
be made high enough to shelve the over- 
size books. If an / for folio or q for 
quarto, as the case may be, precedes the 
call number, the person looking for the 
book will be referred directly to the over- 
size shelf in that section. 

An outline of the classification, showing 
the exact location of each class of books 
in the library, and also any notes which 
will explain the shelving of the reference 
and oversize books, should be placed 
where the readers can easily refer to it. 



